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State of Idaho Purchasing
Office of the State Controller
Division of Statewide Accounting

PURCHASING USER MANUAL

CHANGING THE DEFAULT SHIPPING OR BILLING
ADDRESS

INTRODUCTION

The agency’s Purchasing administrator will set up default shipping and billing addresses
to be printed on all requisitions or purchase orders. When appropriate, a user may change
the shipping or billing address. A requester can change the addresses on a requisition line
item and the purchaser can change the addresses on a purchase order line item (i.e., a
purchaser can effectively override the address that the requester has changed). Approvers
can view the addresses to verify them, but cannot change them.

TO CHANGE THE SHIPPING OR BILLING ADDRESS

1. Click Menu next to the line item that you want to change the shipping or billing
address.

2. Click either Edit Ship-to Address or Edit Bill-to Address, depending on the
change needed.

3. A pop-up window will display a list of addresses. These addresses are entered by

your agency’s Purchasing administrator. (If no addresses are displayed or the
address you would like to use is not displayed, contact your administrator.)
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4. Click Select next to the address to use instead of the default address.
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5. Check the Apply to all Line Items if you want to use the selected address for all
items of the requisition.

6. Click Save.
7. Click the x on the pop-window to close it.

Figure 2 - Exit the Address window
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8. Complete the requisition or purchase order according to your agency’s process.
9. Click Print Preview to view the changes or to review the addresses as an approver.

Figure 3 - Requisition Print Preview.

Requisition Description Keep Together O Attachment O
Automotive Parts
ltem No Quantity um Prica

Itern Description
Itam Billing Address

—b Item Shipping Addrass
1 Each 215.00 0.00 $215.00

air intake

Attn: Rebecca K Thomason, 650 West State room 100, PO Box 83720 Boise ID, 83720 (208) 3321824
Julia Robertson, 800 W. Main Street Sun Valley Id, 83566 (208) 5551111 201
T

Each 120.00 0.00 §480.00
Shocks
Attn: Rebecca K Thomason, 650 West State room 100, PO Box 83720 Boise |ID, 83720 (208) 3321824
Attn: Supervisor Donald Peck, 209 E Lewis Pocatello ID, 83201 (208) 2329474
Subtotal $695.00 £0.00
Total $695.00
Requisition Notas
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